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OFFICE OF TRAINING REGULATION NO, 5-2 - .1} April 1952
SUBJEC’T;', PREPARATION OF OTR REGULATIONS
1. GENERAL

 This is the format and sequantial arrangement which hae been
devised as & guide to assist in the preparation of OTR Regulations and
Notices., Drafts should be forwerded to the Chief, Support Staff for
final checking, assigmmant of issuance numbers, reprodusticn, and
dissenination. .

2. PARAGRAPH STYLE

a8, The style and numbering of paragraphs will conform to the
style as shown herein,

b If subject matter lends itself to outline form, paragraph
_heedings will be used., Where paragraph headings are deemed advisable,
they will be used throughout the Regulation or Notice. ’

¢. The sub-division of parsgraphs will be identifiad by
epnropriate 1et.ter or mumber symbol in sccordance with the followlng
gystens

1.
Bo
(1)
{a)

d. Double-spacing betwsen all pmgraph sub-divisions will
be used.

3. REGULATION SEQUENCE

Where applicabls, the first Regulation in eash series will be 2
basic lesuense establishing OTE polisies for sach category of admini-
atrative astivity, as well as the resporsibilities for implementing thoga
poliicies. Detsiled procedurss coverimg spasific funoticns or activitiue
should be issued in separate Regulations to avoid freguent rsviglom of the
besic Regulaticns. 25X1A

This document Is part of an Infegrated
file. 1f soparated from the fife it must be

subjected to individual systemalic review. MATTHEW BAIRD
Director of Trainirg
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